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Loan Commitment System
Uploading Documents

1.

Find and open a loan with either the Search button or by clicking on Pipeline Vista.
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2.

Once the loan is opened, click on the Actions button.
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Servicer Information
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Loan Summary -

Homeownership 4000003710 | Lender Certified | Locked

Quiity Control, Joe IR A T

Loan

Program ‘ Purpose Type

Start Up .| Product [r
.. |195,000.00 Term (Months)

822.27 PMI Company

19 % | Origination Fee Selection
123-456789 Grant Amount

Loan Cancellation Reason

Purchase v
. |3.0000%
+ | Minnesota Housing Upfront Paid

Mortgage Insurance (UPMI) Option?

Loan Amount 360 Interest Rate

pal O ves O No

Lock Expiration Date ‘Vou have selected a 1% origination fee pnoduct,‘

L
L ]

FHA Case Number

Cancel Loan
Change Pricing
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Product

Down Payment & Closing

Deferred Payment Loar ~ | Cost Loan Amount.

Down Payment & Deferred Down Payment & Closing 360
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Closing Cost Loan
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3. The following dropdown will appear. Click on Attachments.

o

Actions Save

4, The Attachments screen will open. Click on the dropdown next to Attachment Upload.

(» Attachment Upload for 4000003710

Attachment Name Category

Attached Date Attached By Comments Delivery Status

(= Resubmit | |c)Refresh |

| Close |
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5. Click on the Browse button to select a file.
e Please note the file must be in PDF format for upload.

Attachments

A Attachment Upload for 4000003710 [
File | ” Browse I
1

Category |

Comments | Upload

Attachment Name Category Attached Date Attached By Comments Delivery Status

-

Resubmit | |¢]Refresh

| Close |
| » Testing - ‘ 3 |'| Search Testing ol
Organize v MNew folder =~ [ @l
. Ll_nm = Rateadied i ==
=4
‘ m Test File upload.pdf 1/2/2019 8:50 AM Adobe Acrobat D.. 82 KB
L
1=
File name: Test File upload.pdf [Supported Files *.pdf ']
[ open |+ [ Cancel |
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6. Once file has been selected, click on the Category dropdown to select the appropriate file
upload category.

Attachments

#  Attachment Upload for 4000003710

File Test File upload.pdf " Browse
Category _ E:
Commenis | Attachment Upload
Atta{:hrnm* Closed Loan File Y Attached D3
Condition Clearing Document
I Rehab Pre-Close Loan File

Select one of the four Category options:

e Attachment — Documents for Minnesota Housing to review prior to closing (i.e. income,
tax returns, etc.).

e Closed Loan File — Full file upload once the loan has closed.

e Condition Clearing Document — Documents requested by Minnesota Housing Quality
Control team if the loan is selected for audit.

e Rehab Pre-Close Loan File — Full file upload for Minnesota Housing Quality Control team
to review. This is done prior to closing. (Only required for Rehab loans).

7. Click on the Upload button.
e Adding a note in the Comments box is not required, but may be used if needed for additional
document description.

Attachments

A | Attachment Upload for 4000003710

File Test File upload.pdf _ Browse

Category _Closed Loan File *

Comments | . | Upload

Attachment Name Category Attached Date
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The uploaded file will appear in Attachments screen. If uploaded documents do not appear,
click on the Refresh button at the bottom of the screen.

Attachments

> Attachment Upload for 4000003710

File | ~ Browse

Category t v |

Comments | Upload

Attachment Name Category Attached Date Attached By Comments Delivery Status

Test File upload.pdf -

=} Resubmit | |=|Refresh |

. Close

9.

Click on the Close button once the file appears to upload.
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